APPENDI X B

SAMPLE DATA PREPARATI ON | NSTRUCTI ON
FOR U S. CVILI AN MANPOAER

A GENERAL

1. The civilian subsystem of the WARMAPS conpiles and nanages data about
the DoD civilian work force required to support the nobilization force struc-
ture (demand) and the civilian enpl oyees available to performthe required work
(supply) . As prescribed in DoD Instruction 1100.19 (reference (c)), each
Service and Defense Agency is required to develop, nmaintain, and submt wartine
demand and supply data.

2. Cvilian WARMAPS data are submitted in record units. Each record
consists of either nuneric demand or supply data, or both numeric demand and
supply data entered over a 180-day mobilization scenario. Each record is
uni que and consists of:

a. ldentification Data Fields. These data fields describe civilian
manpower positions and/or enployees by organizational affiliation, work place
|l ocation, skill, and skill Ievel

b. Demand Data Fields. These are nuneric data fields which contain
data about wartime manpower requirements (i.e., the nunmber of peacetine positions
needed and the number of wartime positions that need to be created or term nated)
over the scenario.

c. Supply Data Fields. These are numeric data fields which contain
data about the available supply of enployees over the scenario.

3. Definitions, special assunptions, specific reporting directions, and
coding instructions for each of the data elements are outlined in subsequent
secti ons.

4,  \artime civilian manpower requirenents and projections of the available
supplies of civilian enployees in WARMAPS wi Il be based on the nobilization
preparedness planning policies, procedures, and scenario assunptions in DoD
Directives 1100.18 and 1400.31 and in DoD Instructions 1100.19 and 1400. 32
(references (e), (g), (c), and (r)). Wartinme projections will be based on the
assunmption of full mobilization under the DPG scenario (reference (i)). The
data nust accurately reflect projected wartine-mssion work |oad requirements
for all US. civilian manpower who are paid from appropriated funds, and the
pl anned maxinum utilization of all available U 'S. appropriated fund enpl oyees.
Foreign national data will not be reported.

5. The Oobilization scenario begins with pre-M-Day. The only numeric
data entered for pre-M-Day are peacetime positions, key positions, manpower for
utilization, and onhand strength. The remaining numeric data are entered over
the Oobilization scenario that continues with MDay, M4+30 days, Mt+60 days, H+90
days, and ends with M+180 days. Increnmental data for M+120 and M+150 days w ||
be reflected in the ¥+180 days time period. (Sections C. and D. below, provide
expl anations of nunmeric data fields.)

B-1



B. 1 DENTI FI CATI ON DATA FI ELDS PN

| nstructions

* Data for the civilian subsystem identification elenents listed in subsec-
tions B.1. through B.8., below, will be entered for each record according to
the specific instructions provided. ldentification data elements are key fields

in the managenent and conputation of WARMAPS civilian demand and supply data.
It is essential that the accuracy of these fields is verified.

1. Enploynent Category. The broad nanagenent categories of the civilian

work force (e.g., US. appropriated fund, NAF, FNDH, and FNIH) are distingui shed
by enpl oyment category codes in WARVAPS.

Enter enpl oyment category code “U (for
U.S. appropriated fund manpower) in all
records submtted for this data call.

2. Major Caimant. The major command or nmgjor functional elenent directly
subordinate to, and established by, the DoD COHPonent Headquarters.  Services
and Agencies should report the bureau portion of the Agency code submtted to
DMDC under DoD Instruction 1444.2 (reference (k)).

Enter the two-character al phanumeric code
designated by the Service or Agency to

di stinguish major claimants within the
DoD Conponent .

3. POXI. The nunber, fornerly known as, “Submtting Ofice Number (SON),”
assigned by the OPMto identify the civilian personnel of fice responsible for
provi ding personnel services.

Enter the four-digit nunber of the PO
responsi bl e for servicing the manpower
requi renments and/ or enpl oyees.

4, \Wrk Place Location. The geographic |ocation where work is actually
required and/or performed. Work place locations will be coded according to
t he GEOLOCs in the GSA publication, “Wrldw de Geographic Location Codes
(GEoLOC)" (reference (1)).

Enter the nine-character al phanuneric GEOLOC
representing the State, city, and county (or
county and city, if outside the United States)
of the work place.

NOTE: If a DoD installation has been assigned a

" unique GEOLOC, that GEOLOC will be used.
Q herwi se, enter the GEOLOC for the nearest city
or town. In unusual circunstances (e.g., Wwhere
a position requires work at nultiple locations
or at sea) the GEOLOC of the responsible
servicing civilian personnel office shall be
used.

B-2



5. UC UC as prescribed by Jcs pub. 6 (reference (m), are used in
WARMAPS to represent the organization elenent at the work place |evel of
detail. Defense Agencies wthout UIC codes may report the same constructed
code as submitted to the DMDC under DoD Instruction 1444.2 (reference (k)).

Enter the six-character al phanumeric UIC code.

NOTE : Ay : Report a “W in the first position,
Navy: Report an “N in the first position.
Air Force: Report an “F" in the first position.
Marine Corps: Report an “M in the first position.
Coast CGuard: Report an “E’" in the first position.

6. “Guvilian Gccupation. The OPM occupational series code for 68 and FWB
positions, as described in the federal personnel manual FPM (reference (n)).

Enter the four-digit OPM occupational series for
each record.

7. CGuvilian Pay Plan. The OPM schedule which is used to determnne pay.
Pay plans are described in the FPM

Enter the conventional two-character code used
by OPMto abbreviate pay plans (e.g., GS, GM
ES, W W, and ws).

8. Cuvilian Gade. The specific grade of a position or enployee, as
listed in the FPM (reference (m).

Enter the specific two-digit grade for the
posi tions and/or manpower in each record.

C. DEMAND DATA FI ELDS

| nstructions

WARMAPS projects civilian manpower demand over a 180-day nobilization
scenario. The projection is conputed fromdata submtted as incremental adjust-
ments (positions created and positions termnated) to a pre-M-Day Starting
point (peacetine positions). The total nunber of peacetine positions for all
records should agree with nmanpower data reported in the latest version of the
FYDP (reference (Q)).

Enter nuneric data for each applicable demand data field to represent
t he manpower requirenments for the described position over the scenario. In
i ndi vi dual WARMAPS records, peacetime positions plus positions created (over
time) less positions termnated (over tinme) cannot be less than zero. uneri c
fields that are not needed may be left blank or zero filled.

1. Peacetine Positions. The number of full-time, pernmanent, appropriated
fund civilian positions required to acconplish the peacetinme work | oad (pre-M-Day
only). Data listed should reflect authorized or equivalent positions.
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2. Positions Created. The nunber of new or additional planned positions
that are required during the scenario to acconplish new or increased work | oad
resulting frommobilization mssions (MDay through M+180 days).

* 3. Positions Termnated. The nunber of positions that are no |onger
requi red because of postponed or canceled activities during nobilization or

the completion of specific nobilization work requirements (M Day through M+180
days ).

4, Key Positions. The nunber of peacetime positions that are designated
“key”; i.e., positions that cannot be vacant during a national energency or
mobi ['i zation Wi thout seriously inpairing the capability of the organization or
office to function effectively (pre-M-Day only).

5. E-E Positions. The number of civilian positions overseas (or that
woul d be transferred overseas during a crisis) in which continued perfornance
of the position is considered essential to the support of mssion requirenents,
during a crisis situation (MDay only). For E-E positions in the United States
that are transferred overseas during crises, the nunber of E-E positions nust
be entered in two records; the US. record and a correspondi ng overseas record.
In addition to entering the number of E-E positions in this field for both
records, the U S. record nust show the E-E positions as “termnated” and the
overseas record must show the E-E positions as “created.”

D.  SUPPLY DATA ELEMENTS

| nstructions

WARMAPS projects the available supplies of civilian manpower that are
available to fill manpower requirements over a 180-day nobilization scenario.
The projection is conputed from data submtted as increnental adjustnents
(recalled reservists, recalled retirees, transfer |osses, transfer gains,
and probable gains) to a pre-M-Day starting point (onhand Strength).

The supply data elements permt two separate projections of the ability
to fill requirements. WARMAPS first projects, based on nobilization plans,
the utilization of the manpower supplies in wartine required positions.
Secondly, WARMAPS projects the maximum utilization of all available manpower
resources . The nunber of reallocated manpower supplies, shown as, “probable
gains,” are derived fromvacancy conputations listed in section G , below

Enter nuneric data for each applicable supply data element to represent
the available supplies of nmanpower over the scenario. Unused nuneric fields
may be left blank or zero filled.

1. Onhand Strength. The nunber of U S full-tinme, permanent, appro-
priated fund enployees in the civilian work force (pre-M-Day only).
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2. Recalled Reservists. The nunber of civilian enployees in the onhand
strength field who are Oenbers of the Ready or Standby Reserve and can be
recalled to active duty (MDay only). Do not include nembers of the Reserve
who have been relieved of their recall obligations under the screening policies
of DoD Directives 1200.7 and 1404. 10 (references (o).and (p)).

3. Recalled Retirees. The number of civilian enployees in the onhand
strength field who are retired fromregular or Reserve Service and will be recalled
to Mlitary Service {MDay only). Do not include Category Il mlitary retirees
or those retirees who have been relieved of their recall obligations under the
screening policies of references (0) and (p).

4,  Transfer Losses. The nunber of available civilian enployees who do
not fill wartine required positions. Transfer |osses in each record are derived
fromavailable civilian enpl oyees who occupy termnated positions or who are
excess (MDay through M+180 days). Transfer |osses entered in one tine period
to reflect subtractions to supply shoul d NOT be entered as transfer |osses in
subsequent tine periods.

The followi ng situations do not yield transfer |osses:
a. Termnated or |apsed positions which are vacant.

b. Termnated or |apsed positions in which the incunmbents are
recall ed Reservists or recalled retirees.

c. Termnated or |apsed positions in which the incunbents could fill
exi sting vacant wartime positions in the same record.

For each transfer loss, there nust be El THER

a. A corresponding increase to the transfer gains field in another
record indicating the placenent of the available enployee in a vacant wartime
required position;, OR

b. A corresponding increase to the ODanpower for reassignnent field in
the same record indicating the availability of the enployee for reassignnent.

5. Transfer @ins. The number of available civilian enployees who, under
current nobilization plans, will be transferred to vacant wartine required
positions. Transfer gains should reflect nobilization planning at activity,
installation, and higher command |evels to detail, reassign, and utilize all
avail able civilian enployees in appropriatedobilization work requirenents.

The following are limtations in taking transfer gains:

a. Both transfer gains and transfer |osses caanot be entered in
the same tine period in the sane WARMAPS records.

b. Transfer gains entered in one tine period to reflect additions
to supply should NOT be entered as transfer gains in subsequent time periods.
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c. The number of transfer gains camnot exceed the number of vacant
positions required at a particular time period in the same WARMAPS record.
Transfer gains taken between M Day and M+180 days serve as a dynamic and realistic
reflection of nobilization planning to fill vacant nobilization positions from
the avail abl e manpower. Sources of avail abl e manpower” are:

a. Transfer |osses.
b. Manpower for reassignment.
c. Mnpower for utilization.

6.  Mnpower for Reassignment. The remaining supply of enployees over the
scenario who are transfer |osses and have not yet been placed in specific
wartime required positions. A decrease to nmanpower for reassignment reflects
actual nobilization planning for the detail, reassignnent, and optimal utiliza-
tion of available supplies of civilian enployees. The running total of remaining
manpower for reassignment decreases for each enployee who is getailed or
reassigned to a wartine required position (i.e., taken as a transfer gain).

For exanple, at M Day, Record A has five incumbents reflected in the manpower
for reassignment field. Record B has two vacancies that arise at M+30 days.
Toelimnate the vacancies in Record B, two transfer gains are taken fromthe
manpower for reassignment field in Record A Manpower for reassignment field
in Record A decreases to three at M+30 days.

7. Manpower for UWilization. The initial and renaining supplies of part-
tine, intermttent, or tenporary enployees in the civilian work force who may be
assigned to wartime required positions during nobilization. For pre-M-Day,
that data should reflect the peacetime supply of part-time, intermttent, or
tenporary enployees. Data for MDay and beyond are a running total of the
remai ning supplies of other than full-time, pernmanent enployees who have not
yet been assigned to wartine required positions. Each decrease in the supply
of manpower for utilization is associated with a corresponding transfer gain.

For exanple, at pre-M-Day there are seven enployees in the manpower for utili-
zation field. At MDay, Record A has five unfilled positions. To elimnate the
vacancies of Record A, five transfer gains are taken internally at MDay from
the manpower for utilization field. Manpower for utilization field decreases to
two at M Day.

8. Probable Gains. The nunber of remaining civilian enployees fromthe
Oanpower for reassignnent and Oanpower for utilization fields who, by virtue of
their skills, could fill vacant wartine required positions. Unlike transfer gains
that reflect actual nobilization planning, probable gains reflect a reallocation
of the remaining supplies of civilian manpower (enployees in the Oanpower for
reassi gnnment and manpower for utilization fields at M+180 days) to vacant wartine
required positions. A probable gain is entered at the earliest time period when
the manpower is available and the requirement exists. At MDay, probable gains
are taken from the pool of available manpower reflected in the Manpower for
reassi gnment and manpower for utilization fields at M+180 days. For M+30
t hrough M+180 days, probable gains are taken fromthe manpower for conversion
field. ~ Probable gains sinulates the maximum utilization of all available skills
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wi thout effecting transfer gains, transfer |osses, manpower for reassignnent,
and manpower for utilization fields.

9. Manpower for Conversion. The number of remaining civilian enployees
from the manpower for reassignment and nmanpower for utilization fields who, by
virtue of their skills or unavailability, could not fill a vacant wartine required
position. Manpower not taken as probable gains at MDay nust be entered in the
manpower for conversion field. Manpower for conversion is decremented for each
probabl e gain taken at M+30 days and beyond. This field is a running total of
unused manpower that can be used to fill vacant wartime required positions
(M Day through M+180 days). Manpower for conversion reflects a reallocation
of the remaining supplies (enployees in the manpower for reassignnent and man-
power for utilization fields at M+180 days) without effecting transfer gains,
transfer |osses, manpower for reassignment, and manpower for utilization fields.

E. DATA RECORD FORMAT AND CODES

1. WARMAPS civilian manpower data are submtted in single units (records),
position by position.

2. Field placenent, data description, character length, character type,
and data positions for each record are outlined in section H below

NOTE: Al data elenents have been registered in
the DoD Data El enent Program (DoD
5000. 12-M reference (u)).

3, Tinme. Each data elenent has specified time periods for data input.
Available time periods are as foll ows:

Pre-M-Day
M Day
M+30

M+60

M+90
M+180

F. AUTOVATI ON | NSTRUCTI ONS

1. The Mlitary Conponents will submt civilian manpower data on nagnetic
tape. Ot her DoD Conponents may arrange in advance with the DASD(MP&R) to deter-
mne an acceptable automated data subm ssion fornat.

2. Data submtted on magnetic tape nust have the follow ng specification:

a Tapes oust be IBM conpatible, 9-track, EBCDIC, unlabeled, wth a
preferred tape density of 1600 BPI. Specify BPI on the outside |abel.
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b. The tape records oust be blocked 32 records per block, 171

characters per data record.

c. Nuneric fields nmust be right justified and need not be zero filled.

d. No header or trailer labels are to be witten on the reels.

e. An |IBM conpatible tape mark wl|l
the reel.

be used to signal the end of

3, Tape reels nust be identified by an outside label that lists contents,
subm ssion date, submtting DoD Conponent, and the name and tel ephone nunber of
the person to contact to resolve tape format problens.

4. Test data Day be submtted to verify record format and system conpati -

bility prior to the subm ssion due date.

H  DATA FI ELD DESCRI PTI ONS

Field Character

Fi el d(s) _ Dat a_El enent Lengt h Type Posi tions

1 Enpl oynent Cat egory 1 A 1

2 Maior C ai mant Code 2 AN 2 through 3

3 4 N 4 through 7

4 Work Place Location 9 AN 8 through 16

5 UIC 6 AN 17 through 22

6 Civilian Occupation 4 N 23 through 26

1 Civilian Pay Plan 2 A 27 through 28

8 Civilian Grade 2 N 29 through 30

9 Peacetime Positions 3 N 31 through 33
(Pre-M-Day only)

10 through 14 Position Created 3 N 34 through 48
(5 tinme periods, beginning MDay)

15 through 19 Position Termi nated 3 N 49 through 63
(5 time periods, beginning M Day)

20 Key Position 3 N 64 through 66
(Pre-M-Day only)

21 E-E Position 3 N 67 through 69
(M Day only)

22 Onhand Strength 3 N 70 through 72
(Pre-M-Day only)

23 Recal | ed Reservists 3 N 73 through 75
(M Day only)

24 Recal | ed Retirees 3 N 76 throuhg 78
(M Day only)
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25 through 29
30 through 34
35 through 39
40 through 45
46 through 50
51 through 55

Transfer Losses

(5 tinme periods, beginning M Day)
Transfer (ains

(5 time periods, beginning M Day)
Manpower f or Reassignment

(5 time periods, beginning M Day)
Manpower for Uilization

(6 time periods, beginning Pre-M-Day)
Probabl e Gains

(5 time periods, beginning MDay)
Manpower for Conversion

(5 time periods, beginning M Day)

G. VACANCY COVPUTATI ONS

DEMAND CALCULATI ONS

Peacetime positions
+ Positions created
Positions term nated

= Total demand (M Day to M+180)

79 through 93
94 through 108
109 through 123
124 through 141
142 through 156

=z =2 =2 =2 =2 Z

157 through 171

FI ELD( S

9
10 through 14
15 through 19

SUPPLY CALCULATI ONS FI ELDS
Onhand 22
- Recal | ed Reservists 23
- Recal | ed Retirees 24
Transfer |osses or + transfer gains 25 through 29 or 30 through 34
+ Probabl e Gains 46 through 50

= Total supply (MDay to M+180)

MANPOAER OVER AND/ OR SHORT (-)

supply - Demand = Surplus and/or Shortage (-)

Note: For conputational purposes, transfer losses, transfer gains and probable
gains represent the sumof that field up to and including the time period
being examned. Initially, probable gains do not enter into the supply
calculation. Once an initial probable gain is taken to fill a vacancy,
probabl e gains are entered into the supply calculation. The nunmber of

probable gains is |[imted to the nunber of cal cul ated vacanci es.
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